SPECIAL SERVICES 

EXTRA PAY REQUEST FORM 

(TO BE SUBMITTED BY SPECIAL EDUCATION 
TEACHERS IN LIEU OF SPED SUB DAY)
Teacher:
___________________________________


Building:
___________________________________
Employee ID#
___________________________________
	Date Worked
	Work Done/Location
	Hours
	Rate
	Total

	
	
	
	$13.50 per hour
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NOTE:  This form cannot be approved for payment unless it has been submitted, signed and coded by the Director of Special Services.
This is to certify that I performed the services as shown above.

Teacher Signature
Special Services Director Signature

Budget Code
Date Submitted
Paid Substitutes for Case Management (classroom Special Services teachers only)
The Director of Special Services will create a schedule of paid substitute teachers to cover for each certificated Special Services employee who teaches a classroom of students.  These substitutes will be made available four times each year and may only be requested for Tuesdays, Wednesdays, and Thursdays.  These hours must be spent in employee’s assigned
building.  

At the discretion of the Special Services teacher, up to two of these days may be used outside of contracted workdays, with teachers receiving casual substitute pay for compensation.  To claim these hours, employees must submit the appropriate documentation to the Special Services Department on or before the last day of June.
The purpose of this provision is to grant time to Special Services classroom teachers to fulfill the case management requirements of their designated teaching assignments. 
